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SOME TNSTRTCTIONS FOR USE OF THIS NOTEBOOK

This notebook is assigned %o personnel performing research and development work
‘and must be used for all original calculations, notes and abstracts from reports.

Assignee is responsible for the safeguarding of this notebook in accordance with
security regulations.,

This notebook must be returned to issuing office whem completed or upon terminztion
of assignee.

Every page or entry should bear a date and the signature of the person who made
the entry. '

Entries should be made in ink whenever it is rezsonsble to do so.

—Alteration or amplification of entries made on previous dates should be made as
separate entries under their own dates and cross referenced to the previous entries,

Charts, drawings and graphs drawn on special paper should be glued or otherwise
securely fastened in place and should individually bear a date and signature. Do
not obscure any information.

The notebook should be periodically reviewed by one or more ‘independent persons
in the department and should be signed and dated by them., Likewise, they should make
a statement that they have "read and understood the foregoing material." Witnessing'
‘stamps for this purpose are available in your department's office. N

Tt is advisable to preface.each new item, such as a heat treatment, process or
reaction, etc., with a very brief description of the purpose, objective or approach.

Description of the invention or discovery should be complete enovgh to be understood
by anyone skilled in the art, '

' Reference %o nameé or catalogue number should be made when standard iiems are
‘being discussed, i.e., Westinghouse pump.

In cases where work is conducted in cooperation with others, it is often necessary
to meet with them from time to time and discuss new developments. The occurences
of such conferences should always be entered in your notebook regardless of record-
ing elsewhere, giving the date, who was present (if possible), and an outline of
the subjects discussed. This often will establish error in occasional claims of
other parties that you have appropriated information from them revealed during an
interview, and thus provide you with patent protection.
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